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NEBS Security 

 
The security function in NEBS gives agencies the option to assign staff to a specific role in 

NEBS depending on the nature of their job and how they will contribute to building the agency 

request. However, the NEBS administrator within the Budget Division administers all security 

settings in NEBS. The agency determines the appropriate security levels to apply to their agency 

personnel, but the agency must submit all security access requests to the NEBS administrator for 

approval and to have the security settings put into NEBS. Security roles can be assigned across 

the agency or by specific budget account(s): 

 

¶ Agency Analyst - These users have inquiry and update functions for assigned budget 

accounts, depending on the budget version and status. For instance, a typical agency user will  

 have the ability to update selected budget accounts in the agency request. These users will 

also have the capability to create and update working versions for their assigned accounts. 

¶ Agency Inquiry - This allows inquiry-only access to a budget or group of budgets. This role 

is intended for department directors, agency administrators, and other management staff who 

need to review budget requests developed by their agency or submitted to the Budget 

Division. 

¶ Text Maintenance - These users have inquiry access to a budget or group of budget 

accounts and limited update capabilities to enter and edit text. This role is intended for 

agency representatives responsible for narrative and performance measurement input. 

¶ Personnel/Position Specialist - These users have inquiry access to a budget or group of 

budget accounts and limited update capabilities for the personnel budget components within 

a budget account or group of budget accounts. This role is intended for agency 

representatives responsible for personnel input. 

 

The security function in NEBS also provides several settings that can be applied to budget 

account versions (such as agency request, governor recommends, working versions, etc.) on a 

statewide basis. These settings are: 

 

¶ Open - Allows agency users to view and update assigned accounts based upon their assigned  

 role. 

¶ Locked - Versions that have been locked may be edited by the Budget Division only. 

Agency users will have inquiry access. Agency request will be locked at 4:00 pm on 

September 1st of the even-numbered fiscal year. 

¶ Confidential - This version status may be viewed and edited by the Budget Division only. 

The governor recommends budget is in this status until it is made public and presented to the  

 legislature. 

¶ Final - The governor recommends and legislatively approved versions of the budget are 

made available to all users on an inquiry only basis. 
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Signing on to NEBS 

 
Before you are assigned a NEBS password, you must submit the NEBS Security Access Form 

for each individual working in NEBS. This form is found on the Budget Division website, under 

forms - http://budget.nv.gov/Documents/Forms/ 

 

When you sign-on to NEBS, use the same user ID and password you have established for the 

NEATS system. If you have difficulty signing on to NEBS, please contact the Governorôs 

Finance Office - Budget Division at (775) 684-0222 and you will be forwarded to the appropriate 

staff to assist you. 

 

The NEBS Log-on screen offers some general budget related resources and information on the 

status of NEBS. 

 

 

To change your password, type the password you logged in with in the ñOld Passwordò box, 

which is your user ID if this is the first time you have logged into NEBS or NEATS. The new 

password you select must be at least eight characters long. Your NEBS password and NEATS 

password are the same. If you change the password for one, it is changed for the other. 

 

http://budget.nv.gov/Documents/Forms/
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Sign-on for NEBS is at:  http://nebs.state.nv.us/NEBS 

 

If you need assistance with your User ID, password, or security issues, contact the NEBS 

Administrator at (775) 684-0222. 

 

NEBS Screens 

 
Introduction  

 
NEBS is composed of the: 

 

¶ NEBS home page - similar to the NEBS log-on screen 
¶ NEBS main function screen - the first screen you will see after you log into the NEBS 

system 
¶ Functional screens - where you define and input your budget request 

 

The NEBS Log-on screen is displayed below: 
 

 

The NEBS Main screen is the first screen you will see after you have logged into NEBS and 

offers the following functions: 

 

¶ Select the biennium and budget account in which you wish to work or view information. 

¶ Click         to create or  to delete a new working version. 

¶ Click         to open a primary working version of a budget account. 

¶ Copy a primary or working version to another version by clicking  . 

http://nebs.state.nv.us/NEBS
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¶ Provide a brief description of your program or provide extensive narrative on your program  

 by using the NEBS note function by clicking on . 

Refer to the NEBS Function section of this manual for a detailed description of how to utilize 

each of the functions discussed above. 

 

The NEBS Main screen is displayed below: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
Line Item Screen 

 
This is the primary budget screen in NEBS and is where you can view your base budget 

information, the results of your budget inputs from your schedule inputs, and M150 adjustments. 

Through use of the drop-down menus, you can view your budget information by decision unit or 

for all decision units in one screen. The far right column indicates from what schedule your line 

item data is derived (where applicable). This is also where you input non-schedule driven budget 

information and make adjustments to your base budget revenues.  

 

From this screen you can: 

 

 
 

Choose biennium and 
budget account via the drop-
down menus or enter text to 
search for a budget account. 
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¶ Navigate to the various NEBS screens by clicking the appropriate tab. 
  

¶ Add revenue or expenditure lines by clicking   . 

 
¶ Synchronize actual amounts to DAWN by clicking                                             . Contact your  
 budget officer to obtain access to use the button.  

 
¶ Edit work program and actual amounts by clicking                            . 

 
¶ Confirm whether or not Reserve accounts are in balance by clicking                      .  This is  
 color coded to show what is being compared to what across years. 
 
 
 
 
 
 

 
¶ Identify lines that have been updated or changed since the budget account was in balance  

 
(revenues = expenditures) by clicking                         . 
 
When an account is saved in balance in terms of revenues equaling expenditures, a behind-
the-scenes record is saved. If something later throws it out of balance for example a schedule 
change, payroll processing, or other line item edits then a ñHighlight Changesò button 
becomes available. Clicking this highlights the lines that are different from the in-balance 
snapshot. Clicking again removes the highlight.   
 
 
 
 
 
 
 

 

¶ Add a line item note by clicking  . 
¶ Input revenue and non-schedule driven cost data. 

¶ Delete a line item by clicking  . 
¶ Return to the NEBS Main screen by clicking Save and Return or Cancel. 

 

Schedule Screen 

 
This is the main screen from which you will be able to select and input your schedule driven cost 

data. Individual NEBS schedules are discussed in detail later in this manual. 
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Summary Screen 

 
The summary screen is inquiry only and can be viewed by decision unit, category, GL, and 

budget account by decision unit. Click ñDoneò at the bottom of the summary screen to return to 

the Budget Account Line Item screen.  This tab is a useful tool for review of your budget totals 

or to review all decision units in one place. 

 
Positions 

 
This screen allows authorized users to access position information for a particular budget 

account. The basic information for a position is shown. Access to detailed information for each 

position is available by moving the cursor over the position title and clicking on the title. Entry 

and maintenance of positions associated in the agency request will be covered in the Positions 

Maintenance section of this manual. The screen also includes tools for adding attachments and 

notes to position entries and for filtering which decision units are shown. Click to see a summary 

of the costs associated with the position. Return to the Budget Account Line Item screen by 

clicking the Save & Return button. 

 

Refer to the Positions section of this manual for detailed instructions. 

 
Fund Mapping 

 
The Fund Mapping tab allows authorized users to link expenditures to revenues at the category, 

object code, or position level. Users can map expenditures in one year and copy that map to the 

second year. Once the fund mapping is complete, any changes to the amounts associated with 

line items will be automatically updated in the fund map. Return to the Budget Account Line 

Item screen by clicking the Done button. 

 
Account Maintenance 
 

The Account Maintenance tab allows authorized users to create decision units and categories, 

customize revenue GL descriptions, and define position groups. 

 
Drop-Down Menus 
 

Nearly all NEBS schedules and most of the other NEBS screens incorporate the use of ñdrop-

downò menus that allow the user to choose various NEBS options to the input screens. 

 

The NEBS Line Item screen drop-down menu allows the user to display a list of all available 

decision units that have been identified in the budget account. You can see all decision units or 

filter the view to a specific decision unit. As you hover on each decision unit from the drop-down 

menu, you will be able to view the decision unit synopsis. Therefore, you will be able to easily 

identify what the decision unit is regarding rather than having to go to the Account Maintenance 
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tab to view the decision unit synopsis in the line item note.  

 

Other drop-down menus allow the user to select various standardized costs to include in the 

agencyôs budget. This simplifies the data input process. Clicking on a standardized cost item 

from a menu will populate the line item with the appropriate costs. In the following screen if the 

user clicks ñOffice Furniture Executive *** Entire Unit ***ò, NEBS will add all associated cost 

information for that item (item description, object code number and the associated unit costs for 

each year of the biennium) to the budget. The user needs only to indicate the count needed each 

year and to assign the decision unit and category. 

 

 
 
Icons 

 
NEBS icons allow the user to easily identify system functions. Some of the icons include: 

 

 Adds line items. 

 
Deletes line items. 

 
Adds notes and descriptive text. 

 
Extracts data to an Adobe PDF file. 

 
Extracts data to an Excel file. 

 
Searches NEBS for input values available for that particular line item. 

 

Copies decision units and versions within the same budget or to different versions or 

budget accounts. 

 
Provides position functions:  view cost, update, reclass, copy, transfer, and delete 

 
Displays funding source for each line item. 

 
Message Screens 

 
Message screens provide vital information concerning the status of your input and alert you to 

errors and incomplete entries. 
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Task Bars 

 
NEBS task bars provide easy access to NEBS data and functions. To access the budget task bar, 

click the double-arrow icon  to the left of the folder header. You can close the budget task  

 

bar by clicking         a second time. The remainder of the screens in this manual will show the 

budget task bar as closed. 

 
Text Editing and Notes Functions 

 
NEBS provides the ability to add and spell-check narrative text throughout your budget. You 

may add notes and attach external documents to a decision unit, a line item, a position, a 

schedule, etc. According to the Budget Building Manual, every adjustment made in the M150 

decision unit must include a detailed description (at the object code level) of how the adjustment 

was calculated and why it was made. This information should be added using the additional text  

tool  on the line item detail page. Click to access the additional text entry screen. Anywhere 

you see the spell-check icon, simply click to check the spelling of your text. 

 

NEBS Functions 

 
Introduction  

 
This is a brief overview of the functions available in the NEBS application.  

 
Text Functions 

 
You may enter text, perform spell-checks, and attach documents at the following levels within 

NEBS: Budget account version - Program descriptions, expanded program narrative and 

performance indicators are entered here. 

 

¶ Decision unit - Agencies are required to provide both a synopsis and a narrative justification  

 for all decision units. 

¶ Categories - Describe agency specific information regarding budget categories here. 

¶ Line item - This is where you provide additional justification or explanation for a particular  

 line item. 

¶ Positions ï This is where you provide additional justification for a position or group of  

 positions. 

¶ Schedules and schedule-driven line items - You may add text to the schedule as a whole or  

to each line item within the schedule. Text and supporting attachments are required if you use 

the lump sum schedule feature. 
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Program Description 

 
The program description is entered at the Budget Account Version level by clicking on the text 

icon on the Budget Account Versions List page. The information entered here will print in 

the executive budget. The following describes the functions on the screen displayed to enter 

program descriptions at the Budget Account Version level. 

 
¶ Save - Save the data and remain on the additional text tab. 
¶ Save and return - Save the data and return to the previous screen (Budget Account Versions  
 List). 
¶ Cancel - Ignore changes and return to the previous screen (Budget Account Versions List). 
¶ View attachment - Allows authorized users to view an attachment. 
¶ Delete attachment - Allows authorized users to delete an attachment. 
¶ Choose File - Allows authorized users to browse the local or network directories for a file. 

¶ Attach file - Allows authorized users to attach files located using the choose file function. To 

attach a file, browse for the file. Once you locate it, double click on the file. The file name 

will appear in the box next to the choose file button. Click Attach File to add the file to the 

list in the Attachments box. The following describes the functions on the screen. 

 
Decision Unit Descriptions 

 
Decision unit text is accessed through the Account Maintenance tab and includes both the 

decision unit synopsis and narrative. The decision unit synopsis appears in the Executive Budget 

and should be short and concise (hence the term synopsis). As stated in the Budget Building 

Manual, narratives for each decision unit must clearly identify the nature of the request and must 

be accompanied by detailed justification.  An example can be found in the Style for Budget Text 

section of the Budget Manual. The same functions available at the program level are also 

available at the decision unit level.  

 

Refer to the Program Description earlier in this section. 
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NEBS Reports 

 
Introduction  

 
NEBS provides two separate links to a list of available reports. The list is available by clicking 

 on the Budget Account Versions List page or by clicking the reports tab to the right of the 

NEBS tab. 

 

 
 

To select a report, click on it. You will be taken to a report settings menu for that report. 
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Illustrations provided in the report section of this manual describe screens associated with the 

NEBS210 report. 

 

The NEBS210 report can list any budget version. The report on the following page was 

generated using the settings shown below. 
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The following options are available for the NEBS210 Line Item Detail and Summary report: 

 

¶ Detail by GL/category 
¶ Summary by GL/category 
¶ Summary by GL/category and decision unit type 

 

You can select one or all of the options listed. Other text options can be accessed through the 

Additional Detail section of the settings page. All reports in NEBS, once generated, are in PDF 

file format and can be printed, saved, or e-mailed.  Additionally, some reports are in Excel file 

format. 
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A list and a brief description of the available report in NEBS is provided below: 

 

Budget Account Reports 

 
NEBS200A Budget Book (Agency) - An abbreviated budget report by decision unit used by the 

Legislative body. 

NEBS210 Line Item Detail & Summary - A detailed budget report used by fiscal staff. 

NEBS211 Adjusted Base - A report by GL/OC showing base + M150 used by fiscal staff. 

NEBS220 Budget Highlight - A brief description of a budget accounts decision units listed in 

priority order. 

NEBS225 Version-to-Version Comparison - Allows comparisons between budget account 

versions.  

NEBS230 Reserve Summary ï Reports reserve balances. 

NEBS232 Expenditure Detail ï Reports expenditure detail at the category, GL, and decision unit 

level.   

NEBS300 Activity Budget Agency Info ï Gives agency information entered in the Activity tab. 

NEBS310 Activity Budget Activity Report ï Detailed information of activities, performance 

measures, and population entered in NEBS. 

NEBS610 Performance Indicators - Administrative report of performance indicators. 

NEBS620 Major Budget Initiative Detail ï Detailed information about Major Budget Initiatives 

entered in NEBS for an agency. 

NEBS630 Line Item-to-Fund Map Comparison - Gives fiscal staff a quick reference to balance a 

fund mapping. 

NEBS640 Fund Mapping Detail Report - Reports detailed fund mapping information. 

NEBS650 Line-Item Work Program Summary Report - Gives fiscal staff the detailed changes of 

a budget amendment. 

 
Schedule Reports 

 
NEBS900 EITS Projected Utilization Reports - Reports projections and expenditures affecting 

EITS.  

NEBS990 Statewide View of BAV Schedules - Budget account specific schedule-driven reports. 
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Payroll Reports 

 
NEBS130 Payroll/Position Detail - Reports pay and position detail. 

NEBS135 Position Summary - Allows for quick reference to FTE counts with version 

comparison capability. 

NEBS138 Listing of Unclassified Positions within x% of Governor's Salary - Report of 

unclassified positions funded at a certain percentage within the Governorôs salary. 

NEBS150 COLA Exception Report ï Report of positions with COLA exceptions. 

 
Exception Reports 

 
NEBS234 Out of Balance Budget Account - Used by fiscal staff to ensure a budget account is 

balanced. 

NEBS235 Reserve Out of Balance - Used by fiscal staff to ensure budget accounts funded by 

reserve are balanced. 

NEBS240 Category Negative - Used by fiscal staff to ensure a budget account does not have a 

fiscally negative category balance. 

NEBS241 GL Negative - Used by fiscal staff to ensure a budget account does not have a fiscally 

negative GL/OC balance. 

NEBS245 Transfer (E900) Exception Report - Used by fiscal staff to ensure budget accounts are 

transferred appropriately and accurately. 

NEBS330 Activity Mapping Linked to Incorrect Division ï Used by fiscal staff to ensure 

activities are linked to the correct division. 

NEBS340 Mapping Exceptions Report ï Used by fiscal staff to verify fund mapping is accurate. 
 

NEBS990X Statewide BAV Schedules Exceptions ï Used by fiscal staff to ensure schedules are 

complete and accurate. 

 
Closing Reports 

 
NEBS130WP Payroll/Position Work Program Detail - Position pay summary sorted by 

groupings. 
 

NEBS210WP Line Item Work Program Detail - Summary expenditure report by GL/OC or 

category. Used by management as a quick reference. 
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Account Maintenance 

 
Introduction  

 
The account maintenance function of NEBS is the starting point for building a budget in NEBS 

and tells the system how a budget will be constructed. This is where you will indicate which 

decision units you will be requesting, which categories you will use for your revenue and 

expenditure authority, and which specialized revenue ledgers (non-standard GLs/OCs with an 

agency specific description) will be in your budget. This is also where you will establish your 

position groupings, indicate which assessments will be included in the budget, and add agency 

level priorities. 

 

To access the Account Maintenance screen, click on the Acct. Maint. tab within the NEBS Line 

Item screen. 

 

 

 

There are six sub-functions within the Account Maintenance tab via drop-down menu: 

 

1. Decision Units 

2. Categories 

3. GLs 

4. Line Item Position Groups 

5. Assessment Settings (only available to the Governorôs Finance Office) 

6. Other Account Settings (only available to the Governorôs Finance Office) 
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The default screen is the Decision Unit screen.  

 

 

 

Some of the basic actions you will be able to perform in the four available sub-function screens 

within the Account Maintenance screen include: 

 
1. Copy 
2. Add Notes 
3. Add line items 
4. Delete line items 
5. Download data to Excel or a PDF file 

 
Decision Units 

 
Three decision units will already be established in the budget in NEBS: 

 

¶ Base decision unit (B000) 
¶ Inflation decision unit (M100) 
¶ Adjustments to Base decision unit (M150) 

 

 
 

There is no priority capability for these pre-established decision units. Where appropriate, use 

the Account Maintenance function in NEBS to define any additional decision units you require 

in your budget request. By default, all budget elements contained within the three pre-established 

decision units in NEBS will already be defined and initialized in the system. Any request for 

funding that is outside your adjusted base budget must first be defined and recognized by the 

system before costs can be associated with it in NEBS. 
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Establish a Decision Unit 

1. Click the Add Decision Unit icon . 
2. Using the drop-down menu, click on the appropriate decision unit title (one that corresponds 

as closely as possible to your decision unit goal as it relates to the governorôs functional 

goals). Call your budget officer for assistance if you are having difficulties choosing an 

appropriate title for your decision unit. 

3. Assign your decision unit a priority number. All decision units (other than base, M150 and 

M-100) must have an assigned priority number. The assigned priority number of a decision 

unit may be changed at any time during the agency request phase; however, you may not 

duplicate priority numbers. 

4. Click the Save button to save your work and stay in the decision unit screen. Alternatively, 

click the Save and Return button to return to the Account Maintenance screen. 

 

Note: If the decision unit is a transfer unit, you can define the budget account to which the 

decision unit is transferring to.   

 

 
 

Copy a Decision Unit 
 

1. Click the copy icon . 
2. Click the Budget Account drop-down and choose the budget account you want to  

 copy to. 

3. Click the Version drop-down and chose the version you want to copy to. 

4. Click the Decision Unit drop-down and chose the decision unit to copy to. 

Å If you want the copied value to be negative, or opposite (i.e., a transfer decision unit)  

 of the values in the decision unit, check the Opposite Copy box. 

Å If you want to include position data, check the Include Position box and indicate if  

 you want the data to copy over as new positions, exact copies, or transfers. 
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Å Indicate if you want to reuse the same position control numbers (PCNs) or assign new 
PCNs. If you are simply copying data straight across to another budget account or 
version, then you would usually check the Reuse PCN box. If you are copying 
position data over to another version or budget account to create similar new 
positions, check the Starting PCN # box with the first number in the sequence you 
would like to create. 

 

5. Click the Copy button when you are finished entering your copy parameters. This will return  

 you to the Account Maintenance screen. 

 

The following screenshot illustrates the options available within the Copy Decision Unit screen. 

 

 
 

Add a Note in the Account Maintenance Screen 

1. Click the Note icon   from the Account Maintenance screen. 
2. Click the appropriate text input field and type in your information. 

3. Click either the Save or the Save and Return button. 
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Attach Files to a Decision Unit Note 

At the bottom half of the Budget Account Decision Unit Text screen: 

 
 

1. Click the Choose File button. From this screen, browse and select the file you want to attach  

 to your note. 

2. Click Open. 

3. The file name should appear in the Find File field. 

4. Click Attach File to add the file to the list of attachments. 

 

View an Attachment from a Note 

1. Click on the file you want to view in the Attachments box. 

2. Click View Attachment. 

 












































































































































































